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If you teach several sections of the same course and want to copy course 
content from one section to the others, the best way to do it is by using the 
Export/Import process. You can choose to copy the whole course content 

or only specific course areas.  
 

The Blackboard shell from which you want to copy is called the Source 
Course and the empty one to which you copy is the Destination Course.   
 

Please note that the “Course Copy” option is currently unavailable in 
Blackboard 7.3. 

 
 
 

Part A: Exporting Content from the Source 

Course 

 

 
 Step 1: Go to the Source Course, click Control Panel and then 

Export Course 
 

 

 
 

 
 Step 2: Click Export Course. 
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 Step 3: Select the material you would like to copy over to the 
destination course.  

 
 If you are copying tests, surveys or pools, please note that 

both the area under "Content" and also the "Tests, 
Surveys, and Pools" option must be checked in order to 

have the tests, surveys and pools copied over to the 
destination course. 

 

 To transfer over assignments created with the Blackboard 
Assignment Tool, please note that both the content area 

where the assignments exist in the source course and also the 
"Gradebook Items and Settings" option must be checked. 

 
 The "Adaptive Release rules for content" option will 

become available once you check one or more Content 
areas. 
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 Step 4: Click Submit. 
 

 Step 5: The following message will appear. Click on the OK 

button and then on the OK again on the next screen.  
 

 

 
 

 
 Step 6: In a few minutes, an automatic email from Algonquin 

Blackboard (bbhelp@algonquincollege.com) will be sent on 

your Algonquin email account once the export is complete. 
 

 Step 7: In Control Panel, click on the Export Course again. 
 

 

 
 

 Step 8:  A .zip file will be ready for you to download. Right click 
on the .zip file and then choose "Save Link As" if you are using 

Mozilla Firefox or "Save Target As" if Internet Explorer is your 
browser. Save the file to your computer. 
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Part B: Importing Content into the Destination 

Course 

 
 Step 1: Go to the Destination Course, click Control Panel and 

then Import Package. 

 

 

 
 

 
 Step 2: Browse your computer to the location where you 

previously saved the .zip file. 
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 Step 3: Place a checkmark next to the areas you want to import 

into the Destination Course.  Please note that you can choose 
to import less material than you have exported from the Source 

Course. 
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 Step 4: Click Submit. 

 
In a few minutes, you will receive an automatic email from Algonquin 

Blackboard (bbhelp@algonquincollege.com) with the import 
confirmation. 

 
Please note that some of the buttons in the Destination Course won't 

show up on the right hand side in the student view. You will have to 
make them available from Control Panel/ Manage Course Menu. 
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